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MEMORANDUM FOR The 342ndMilitary Police Battalion

SUBJECT: 342ndMilitary Police Battalion Command Policy #14 (Special Occasion Letters)

1. On the occasionof births, anniversaries,andbirthdays, I want to formally extend my
congratulations via a personal letter to the celebrant.

2. Company Commanderswill ensurethat the Battalion Commander's secretaryhasaccurate
information on anniversariesandbirthdays of Soldiers assigned to the battalion. At a minimum,
information on births will include the Soldier and spouse names; newborn name; gender; and
height/weight. For anniversaries and birthdays, the day, month, and year of
birthday/anniversary.

3. The 342ndMilitary Police Battalion secretary will prepare a letter for the SGM's and my
signature NLT one week prior to the Soldier's birthday/anniversary.

4. I intend for Soldiers to have the day off on their birthday and I will so inform them in my
birthday letter. On those rare occasions when it isn't possible for a Soldier to be off on his/her
birthday, commanders will ensure the Soldier gets a day off in close proximity to his/her
birthday. Commanders must ensure that all leaders are aware of, and comply with my intent.
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